APPLICATION FOR RECORDS RETENTION SCHEDULE oerATSa OF THE LA AL
o uqconos MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—qM-—1 for instructions on completing this form- Forward signed original to
Department of Archives and History, Records Management Dmsnon 330 Capitol Avenue, Atlanta, Georgia, 30334,

Attention: Scheduting Section,

s
i

FOR AGENCY USE 1. Agency Address ' . , ‘? FOR RECORDS MANAGEMENT usE
Application Dete . ' Depar:j:ment 0: Egliucah on . ° Application Number
Secondary School Programs Division
June :0’ 1976 . Distributive Education Unit | = R7(’ 3 5
Application Number Room 324 , 12 Mitchell Street | te Received Datn Complated
2 . 1. _Atlanta, Georgia_ 30334 WL -1 76 o 16 178
2. Person to Contact : Working Title Telephone Number ‘

William Brady, Jr. Assistant Supervisor 6562541

3. Action Requested T T
2. ¥ Estabusn Retention Schedule; record will continue to accumutate.
b. O Dispose of present accumulation; no further accumulation anticmatnd

‘e, O Amend Applicati on No. e ... Check One: O Change; (1 Supercede: 1 Void ) .
4, Dates of Serias "I 5. Records Serias Title (followed by title used in affice. if different)
Eartliest - Latest

1973 | To Date Vocational Youth Club Income Tax Data ralg,

8. Division and Oﬂiu Functiqn _ ‘mWh:t i; the fﬁﬁc“ti-én of the Division and tha Office in which this record saries is created? -

R

The Secondary School Programs Division prowdes 1eadersh1p and fundmg to the 'Iocal
education agencies for developing, mamtammg, and expanding programs in Secondary
Career and Vocational Education. . . . . .

. The Distributive Education Unit superv1ses the high school cooperatwe program in
‘-marketing and di‘stmbutwn L

-

A r

7. Racord Se;iés Description Thls file contams the fo!!owmg documants finclude form numbers and titles, if any):

Attach samples of the file. of youth ovgomizetouns
Documents relating to: Maintaining income tax recordssfor the Internal Revenue Service.
Included are: Return of Organization Exempt From Income Tax (Form 990)
File is‘arranged: Chronologically by fiscal year, . _ - : ;o
8. Monthly Reference Rate - How often are records referred to which are: T
One to six monthsoid 0 _____: Seven to twelve months old _.9,,._...__.. Thirteen to twenty-four months old ,_;_.Q.Hhﬁ._-;
. twenty-five months and oider 0 . . . ' , K
9. Annual Rate of Accumulation of Records ~ . . . u ' 1 per | éar
Letter-size drawers : Legat-size drawers ern; Shelves i Qthar (specify) y .
A '\ \\ N ‘\\ i ‘\._‘\‘- \:.
o 10y v 1. o

AR-I@—‘H.‘ Rev, 78 : -, (Over)



ETCENE

 vES | NO_| 10, Questionnaire __ (Place an an “X" in the proper column) e _ :
X a. Iz this the official copy of the series? y .
‘ 1 not, whera is it? S S . . _
X b. Does the serles contain contldential information roqumng security handling? lf ves' cite law or ragulatnon )
X | e s this & vimal record? 7 )
X ] d. Does this series have historical or long term research value?
NA ¢. When one or two documents in tr;e ?fnlo maka it necessary to keep tho entire file for a long perlod could these
- docyments be scheduled separately _
X1 t. Js the information contained in this mmummb_khgdz_i_m,_ammm__ - ]
X a N the Information contained in this series ever anatyzed and/or recorded in a summanzed report? U '
It ves attachcony, . . .
X h. Is there a duplication of this series in your office, or in another office or agency? .
|- It ves where? ' -
X i. 1 this series for & major portian of itl reqularly microfilmed? T
X 1 i Does the record series resuit in a computer printout? '
M. thtntlon Requirameants The following reguires the series to be kept:
a Sutelaw —— e —aY0ETS, - d. Audit period — '_‘"yea;,.
b. Statute of limitation . ... .. _.vears, _ o, Administrative need _— o ___years,
¢. Federg) law U - years. ~ %, Federal retention instructions __.years.

Attach copy or excert of laws or regulations. Explain administrativeTieed. .~ "~

Internal Revenue Service Code 6000-1 and Code 6501 require 3-year retent1on unless
an audit is pendmg ' : L I

. . - . . - s . .
L - JS R e T T et . __:_‘l_{____,d, - ~ S P -

— B e T g

12. Approved Dlsposition lmt'mctiom ~This. agency recommaends that the file series be cut off at the end of uch o
' ' [0 Calendar Year; (} Fiscal Year; O Othér e then

A Hoidin thc éurrant files area . month(s) _..__3___. vear(sl then 1f an aud'l t is pendT ng, ho'ld untﬂ ;
O Transfer to iocal holding area; hold . __year(s); then all audit questions have been answered

O Transfer to State Records Canter; hold —_. . ___.year{s); then then :
® Destroy.
O Transfer to State Archives for permanent retention. | :
0 Other (Specity) :

i

Thess instructions apply to all prior and futura accumulations of the saries,

Records Management Officer (Signature) ] Date

Uallko X Bavguceo | o)1)
_ . State Records Coﬂmittfi (Signature) " “'Date
Recommendationsinpafa- - [~~~ 7T T . T : :
graph 12 are approved, State Auditor/Designee ' [7/ ) 4/79 !

(11 disapproved, attach letter v . g
of explanation.) -~ T | Sacret tate/Designee . /S G
Attorney General/Designee / M ?~/{ 7‘(

____AR=BO-7T; Rev. 70 " . ’ {qura SHI)



